SCHOHARIE COUNTY CLASSIFICATION SPECIFICATION

Class Title: OFFICE AND KEYBOARD WORKER
Jurisdictional Class.  Competitive

Date Adopted: Mar ch 24, 2000

Date Revised:

Jurisdictions: All

Union Status: CSEA (county)

Pay Grade: 5 (county)

DI STI NGUI SHI NG FEATURES OF THE CLASS. This is an entry-level position in
the clerical field, and an i ncunbent perforns routine clerical work and
may assist in performng nore difficult and responsible clerical work, re-
quiring the use of an al pha-nuneric keyboard or typewiter. This position
is different fromthat of Aerk in that speed and accuracy in typing are
required and a major function of the position. Detailed instructions are
given for new or difficult assignnments, and procedures are standardi zed.
Positions in the class may require considerable contact with the public.
The work is reviewed by i mmedi at e observation, by checking conpl eted work,
by periodic or spot checks, or by another step in the clerical process.
The work is perfornmed under general supervision, and supervisors are
avai l abl e for consultation on new or difficult tasks. Supervision is not a
responsibility of this class. Does related work as required.

TYPI CAL WORK ACTIMITIES: (Illustrative Only)

Perfornms clerical and typing/keyboardi ng duties in support of office op-
erations;

Enters fornms, formletters, transcripts, schedul es, calendars, bills,
vouchers, records, payrolls, title searches, reports, index cards, tine
cards, etc. in a variety of media using an al pha-nuneric keyboard or
ot her data entry devi ce;

Transcri bes froma recording or | onghand copy;

Prepares and nmaintains a variety of letters, records and reports;

Sorts, indexes, and files mail, bills, requisitions, |edger cards and
other materi al;
| ssues and records applications, |icenses and permts;

Col l ects fees and accounts for noni es received,
Answers tel ephone and gives out routine information, or relieves at
swi t chboar d;
Makes entries on control cards or in |ledger fromoriginal sources;
Makes arithnetic conputations and conpiles sinple statistical reports;
Assi sts the general public in understandi ng and conpl eting various forns;
May conpare and verify data and information with standards and regul ati ons
in a screening process;
May pull material fromfiles, nmake sinple file searches and maintain
char ge-out records;
Qperates various office equi pment such as copiers, fax machi nes, cal cul a-
tors, conputer keyboards, typewiters, etc.

FULL PERFORVANCE KNOW.EDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERI S-

TI CS: Wirking know edge of office term nol ogy, procedures and equi prment;
wor ki ng know edge of business arithnetic and English; ability to mani pu-

| ate an al pha-numeric keyboard and type accurately at an acceptable rate
of speed; ability to learn software prograns required by the duties of the
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position; ability to understand and follow oral and witten directions;
ability to establish and mai ntain good working rel ati onships with others;
clerical aptitude; accuracy; tact and courtesy.

M Nl MUM QUALI FI CATI ONS:

(A) Gaduation from high school or possession of a high school equiva-
| ency di pl oma, including or supplenented by a course in typing or
keyboardi ng; OR

(B) One year of clerical experience, involving the operation of a com
puter keyboard or typewiter; OR

(© An equival ent conbination of training and experience, as defined by
the limts of (A) and (B) above.
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